State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager Il (Specialist) 0701-4801-xxx 50000650 2
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD Human Resources Office/Office of the Chief
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
E48

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

] Supervisory [] Lead Person Kathy Aldana CEA
APPROVED BY (Personnel Analyst's Name) DATE
L.Wagner 11/19/115

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
The Staff Services Manager Il non-supervisory staff specialist (SSM Il) and reports to the Chief,
Human Resources Office (HRO) and is responsible for the HRO business analytics functionality.

ESSENTIAL FUNCTIONS

This is a highly-visible, sensitive position responsible for controversial human resources issues
impacting departmental operations. Under the direction of the Chief, HRO, incumbent works
closely with all HRO managers and the Division of Technology Services (DTS). This position
requires that the incumbent work cooperatively with others and maintain consistent, regular,
predictable attendance and exercise good judgment. The specific essential functions are:

40% Initiate, plan, develop, manage, and implement business analytics (BA) reporting functionality for
HRO using HANA software. Using BA, configure and develop report models for line programs in
business areas such as time and cost analysis reports, organizational management, workforce and
succession planning, leave reduction efforts, along with in-house human resources (HR) reports to
assure more accurate master data in SAP.

25% Identify reporting capabilities that will increase efficiency within HRO. Develop report solutions to
audit master data electronically using BA reports. Develop reporting schedules for staff to
streamline internal business processes and reduce errors to payroll that adversely affect
employees when over payments occur. Develop checks and balances to identify incorrect data.
Develop internal reports as necessary for compliance with Federal and State audits/mandates to
ensure that compliance is met. Identify gaps, process improvements, and reports within SAP for
transition to the HR business analytics environment. Ensure that future reporting needs are met
using business analytics functionality and its streamlined reporting capabilities.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Kathy Aldana >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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15% Develop short and long-term training materials to roll out HR business analytics to primary users:
Department managers and supervisors, including Administrative Officers, Time and Training
Coordinators, and employees within Classification and Succession Planning; Payroll, Benefits, and
SAP Administration; Labor Relations, and the Training Office. Train and develop the proficiency of
HRO staff to become super users of BA.

10% In a matrix environment across the five branches of the HRO, serve as the technical expert to
identify opportunities to change business processes from paper driven to electronic. Lead
on-going HRO efforts to transition records to Documentum for future auditing by the State
Personnel Board (SPB) and the California Department of Human Resources (CalHR). Lead project
teams for implementation of a Learning Management Solution and complete studies and
recommendations related to on-line employee on-boarding, recruitment, and appraisal processes.

10% Act as the DWR representative on various CalHR, Civil Service Improvement work groups over the

next several years. Complete special projects and studies for the HRO Chief and executive
management across all branches relative to human resources functions. Performance of duties
may require the operation of a motor vehicle on public roadways for travel purposes.

General Requirements:

Incumbent is required to possess exceptional writing and follow-up skills. Must be able to work
independently, and have a positive rapport with control agency staff and Department of Water
Resources (DWR) staff at all levels. This position requires a broad knowledge and understanding
of California civil service laws and rules, State and departmental policies and procedures, labor
contract administration, hiring procedures; the ability to communicate effectively both orally and in
writing, including presentation and training skills; the ability to work effectively with staff of the
California Department of Human Resources, State Personnel Board, departmental executive
management, Program Managers, Administrative Officers, and others. Must be willing to work
beyond normal business hours on occasion, and have exceptional attendance. Must possess a
valid California driver's license as travel may be required to attend meetings, conferences, and
training.
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	activity: POSITION SUMMARY
The Staff Services Manager II non-supervisory staff specialist (SSM II) and reports to the Chief, Human Resources Office (HRO) and is responsible for the HRO business analytics functionality.  

ESSENTIAL FUNCTIONS
This is a highly-visible, sensitive position responsible for controversial human resources issues impacting departmental operations.  Under the direction of the Chief, HRO, incumbent works closely with all HRO managers and the Division of Technology Services (DTS).  This position requires that the incumbent work cooperatively with others and maintain consistent, regular, predictable attendance and exercise good judgment.  The specific essential functions are:

Initiate, plan, develop, manage, and implement business analytics (BA) reporting functionality for HRO using HANA software.  Using BA, configure and develop report models for line programs in business areas such as time and cost analysis reports, organizational management, workforce and succession planning, leave reduction efforts, along with in-house human resources (HR) reports to assure more accurate master data in SAP. 

Identify reporting capabilities that will increase efficiency within HRO.  Develop report solutions  to audit master data electronically using BA reports.  Develop reporting schedules for staff to streamline internal business processes and reduce errors to payroll that adversely affect employees when over payments occur.  Develop checks and balances to identify incorrect data. Develop internal reports as necessary for compliance with Federal and State audits/mandates to ensure that compliance is met.  Identify gaps, process improvements, and reports within SAP for transition to the HR business analytics environment.  Ensure that future reporting needs are met using business analytics functionality and its streamlined reporting capabilities.


	classification: Staff Services Manager II (Specialist)
	appointee: Vacant
	dwr position number: 0701-4801-xxx
	sap personnel no: TBD
	sap position number: 50000650
	division: Human Resources Office/Office of the Chief
	mcr: 2
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	activity2: Develop short and long-term training materials to roll out HR business analytics to primary users: Department managers and supervisors, including Administrative Officers, Time and Training Coordinators, and employees within Classification and Succession Planning; Payroll, Benefits, and SAP Administration; Labor Relations, and the Training Office.  Train and develop the proficiency of HRO staff to become super users of BA.

In a matrix environment across the five branches of the HRO, serve as the technical expert to identify opportunities to change business processes from paper driven to electronic.  Lead on-going HRO efforts to transition records to Documentum for future auditing by the State Personnel Board (SPB) and the California Department of Human Resources (CalHR).  Lead project teams for implementation of a Learning Management Solution and complete studies and recommendations related to on-line employee on-boarding, recruitment, and appraisal processes.

Act as the DWR representative on various CalHR, Civil Service Improvement work groups over the next several years.  Complete special projects and studies for the HRO Chief and executive management across all branches relative to human resources functions.  Performance of duties may require the operation of a motor vehicle on public roadways for travel purposes.

General Requirements:
Incumbent is required to possess exceptional writing and follow-up skills.  Must be able to work independently, and have a positive rapport with control agency staff and Department of Water Resources (DWR) staff at all levels.  This position requires a broad knowledge and understanding of California civil service laws and rules, State and departmental policies and procedures, labor contract administration, hiring procedures; the ability to communicate effectively both orally and in writing, including presentation and training skills; the ability to work effectively with staff of the California Department of Human Resources, State Personnel Board, departmental executive management, Program Managers, Administrative Officers, and others.  Must be willing to work beyond normal business hours on occasion, and have exceptional attendance.  Must possess a valid California driver's license as travel may be required to attend meetings, conferences, and training.

	supervisor name: Kathy Aldana
	employee name: Vacant


